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	This form is to be completed by the person that occupies the position being described and reviewed by the supervisor and appointing authority to ensure its accuracy.  It is important that each of the parties sign and date the form.  If the position is vacant, the supervisor and appointing authority should complete the form. 
This form will serve as the official classification document of record for this position.  Please take the time to complete this form as accurately as you can since the information in this form is used to determine the proper classification of the position.  THE SUPERVISOR AND/OR APPOINTING AUTHORITY SHOULD COMPLETE THIS PAGE. 

	 2. Employee’s Name (Last, First, M.I.) 
Vacant 
	 8. Department/Agency 
Technology, Management, and Budget 

	 3. Employee Identification Number 
 
	 9. Bureau (Institution, Board, or Commission) 
Office of the Chief Technology Officer (OCTO)

	 4. Civil Service Classification of Position Information Information Technology Manager 14 
	 10. Division 
Core Infrastructure Services (CIS) 

	 5. Working Title of Position (What the agency titles the position) 
Enterprise Monitoring Manager
	 11. Section 
Enterprise Monitoring

	 6. Name and Classification of Direct Supervisor 
Matt Caterino, State Administrative Manager 
	 12. Unit 
Enterprise Monitoring 

	 7. Name and Classification of Next Higher Level Supervisor 
Tom Crane, State Division Administrator 
	 13. Work Location (City and Address)/Hours of Work 
515 WESTSHIRE DR; LANSING, MI 48917
Hybrid variation with 2 in office days per week 

	 14. General Summary of Function/Purpose of Position 
This position manages the resources of the Enterprise Monitoring section within Core Infrastructure Services. This area supports hardware and software that provide critical support for the State’s Enterprise Monitoring Services admin team. The Enterprise Monitoring manager directs technical staff responsible for highly complex activities, such as using and overseeing a variety of analytical and configuration tools and methodologies to ensure the State’s critical applications and infrastructure are functioning properly. The team performs Level 3 triage and diagnostic activities in order to assist application owners with resolving application performance issues. Under the direction of the CIS State Administrative Manager, this individual must apply his/her knowledge of technology to develop and implement creative approaches to the management of system resources and information processing service delivery. These services are critical to State government and are essential to the citizens and businesses within Michigan. 

	For Civil Service Use Only 
 

	15. Please describe your assigned duties, percent of time spent performing each duty, and explain what is done to complete each duty. 
 	 List your duties in the order of importance, from most important to least important.  The total percentage of all duties performed must equal 100 percent. 

	Duty 1 
General Summary of Duty 1 	% of Time  	40% 	 
Manage and direct the staff assigned to the Enterprise Monitoring admin team..  

	Individual tasks related to the duty. 
· Manage section resources so that Enterprise Monitoring services are properly staffed and to assure that adequate personnel are available to carry out operations and projects, and address problems as necessary. 
· Monitor staff resources and develop recommendations for increases or reduction in staffing.  
· Establish priorities for staff and assure that priorities are adhered to. 
· Select, train, and develop subordinate staff to provide effective customer services. 
· Determine training requirements of staff and develop justifications and plans for providing necessary training. 
· Evaluate employee performance, counsel employees, and take disciplinary action as required. 

	Duty 2 
General Summary of Duty 2 	% of Time  	25% 	 
Establish and maintain methodologies to implement and support the Enterprise Monitoring admin unit. Develop and maintain methodologies to request and monitor processes and to enable software/hardware enhancements to benefit customers for services that are the responsibility of CIS and the Enterprise Monitoring unit.  

	Individual tasks related to the duty. 
· Review staff recommendations for hardware and software upgrades for the Service areas supported within this Unit. 
· Establish project teams from CIS personnel to review and implement hardware and software upgrades, as needed. 
· Establish, maintain, and monitor consulting service contracts. 
· Develop and maintain communication plans to distribute information to other sections within CIS and to end users. 
· Develop and maintain CIS policies, standards, and procedures for this Unit to align with the Departmental Strategic Plan. 
· Coordinate recommendations from staff and other areas to improve upon Customer Service. 
· Direct staff in providing customer focused support. 
· Ensure that software and hardware meet the objectives of the Unit and CIS. 
 


 
	Duty 3 
General Summary of Duty 3 	% of Time  20%  
Establish and maintain goals and objectives for the Enterprise Monitoring unit. 

	Individual tasks related to the duty. 
· Establish goals and objectives for the Unit within the overall goals of CIS. 
· Develop plans for achieving these goals and objectives. 
· Communicate to staff these goals and objectives as well as the overall goals of CIS. 
· Monitor progress toward achieving these goals and objectives. 

	Duty 4 
General Summary of Duty 4 	% of Time  	10 	 
Develop and maintain management reporting methodologies.  

	Individual tasks related to the duty. 
· Provide management with status of current projects on a regular basis. 
· Ensure that standards and policies are implemented and enforced. 
· Ensure that policies and standards are effectively communicated to State Departments and CIS Sections. 
· Evaluate problem logs and recommend long-term solutions within the overall goals of CIS. 


 
	Duty 5 
General Summary of Duty 5 Other duties as assigned. 
	% of Time  
	5%  

	Individual tasks related to the duty. 
	• 	Other duties as assigned 
	
	


 
	 16. 
	Describe the types of decisions you make independently in your position and tell who and/or what is affected by those decisions.  Use additional sheets, if necessary. 
This position will have independence for decision making with regards to the performance and operations of hardware and software for the Enterprise Monitoring unit. These will have to be coordinated with the overall goals and plans for CIS. Department users of CIS resources could be significantly impacted by decisions. Also, application development staff workloads may be impacted by changes made to system hardware, software, standards, and/or policies. 

	 17. 
	Describe the types of decisions that require your supervisor’s review. 
Supervisory approval is required when decisions have a policy or major financial impact.  

	 18. 
	What kind of physical effort do you use in your position?  What environmental conditions are you physically exposed to in your position?  Indicate the amount of time and intensity of each activity and condition.  Refer to instructions on page 2. 
Minimal physical effort, standard office environment.  

	 19. List the names and classification titles of classified employees whom you immediately supervise or oversee on a full-time, on-going basis.  (If more than 10, list only classification titles and the number of employees in each classification.) 

	NAME 
	CLASS TITLE 
	NAME 
	CLASS TITLE 

	Robert Bonneau 
	IT Specialist  
	David Quarnberg 
	IT Contractor

	Steve Moore 
	IT Programmer/Analyst 
	 Nicolas Carson
	IT Contractor

	Greg West 
	IT Programmer/Analyst 
	 
	 

	Steve Mills 
	IT Contractor
	 
	 

	 
	 
	 
	 

	 20. My responsibility for the above-listed employees includes the following (check as many as apply): 
 x Complete and sign service ratings. 	 	x Assign work.  	x Provide formal written counseling. 	 	x Approve work.  x Approve leave requests. 	 	x Review work.  	x Approve time and attendance. 	 	x Provide guidance on work methods.  x Orally reprimand. 	 x Train employees in the work. 

	 21. I certify that the above answers are my own and are accurate and complete. 
	  	 	  	 	 
	 	Signature 	 	 	Date 


NOTE:  Make a copy of this form for your records. 
	
	TO BE COMPLETED BY DIRECT SUPERVISOR 

	 22. 
	Do you agree with the responses from the employee for Items 1 through 20?  If not, which items do you disagree with and why? 
Yes. 



	 23. What are the essential duties of this position? 
· Manage and direct the staff resources assigned to the Enterprise Monitoring Admin unit. 
· Establish and maintain goals and objectives for the Enterprise Monitoring Admin unit. 
· Establish and maintain methodologies to implement and support the Enterprise Monitoring Admin unit. 
· Develop and maintain methodologies to request and monitor software/hardware enhancements to benefit CIS customers. 
· Develop and maintain management reporting methodologies. 
 

	 24. Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed. 
Updated with rename of the EOC-DC division to CIS and removed the MICMDB Admin team as part of the unit managed since this was part of the reorganization. 

	 25. What is the function of the work area and how does this position fit into that function? 
CIS provides a wide variety of information processing services to all State Departments and Agencies. This position manages the resources of the Enterprise Monitoring Admin Section. As the Enterprise Monitoring manager, this position directs the highly complex technical support of these services. This individual develops and implements innovative approaches to the management of resources and critical monitoring services using a framework based upon ITIL (Infrastructure Technology Information Library). 

	 26. In your opinion, what are the minimum education and experience qualifications needed to perform the essential functions of this position. 

	EDUCATION: 
Possession of a bachelor’s degree, in any major, with no less than 21 semester (32 term) credits in one or a combination of the following: computer science, data processing, computer information systems, data communications, networking, systems analysis, computer programming, information assurance, IT project management, and/or mathematics. 

	EXPERIENCE: 
Three years of professional experience equivalent to an Information Technology Infrastructure, 
Programmer/Analyst or IT Project Coordinator P11 or one year equivalent to an Information Technology Infrastructure, Programmer/Analyst or IT Project Coordinator 12. 

ALTERNATE EDUCATION AND EXPERIENCE:
Education level typically acquired through completion of high school and three years of professional experience equivalent to an Information Technology Infrastructure, Programmer/Analyst or IT Project Coordinator P11 or one year equivalent to an Information Technology Infrastructure, Programmer/Analyst or IT Project Coordinator 12., may be substituted for the education and experience requirements.


	KNOWLEDGE, SKILLS, AND ABILITIES: 
· Knowledge of Enterprise Monitoring tools 
· At least two years of managerial experience 
· Ability to communicate effectively, verbal and written 
· Ability to establish priorities for and direct technical staff 
· Ability to establish goals, plans, policies, and procedures 

	CERTIFICATES, LICENSES, REGISTRATIONS: 
· Duties may involve the use of a personal vehicle 
· Employee must meet all security requirements established by various data centers and DTMB 
· Employee will be subject to a background investigation as well as pre-employment drug testing. 
· ITIL Foundations Certification must be obtained within 1 year if not currently certified  

	NOTE:  Civil Service approval of this position does not constitute agreement with or acceptance of the desirable qualifications for this position. 

	 27. I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position. 

		  	 	  	 	 
	 	Supervisor’s Signature 	 	 	Date 

	TO BE FILLED OUT BY APPOINTING AUTHORITY 

	 28. Indicate any exceptions or additions to the statements of the employee(s) or supervisor. 
 

	29. I certify that the entries on these pages are accurate and complete. 
	  	 	  	 	 
	 	Appointing Authority’s Signature 	 	 	Date 
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